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PabGouas mporpamma ydeOHON mnpakTuku 1o cnenuaibHocT 46.02.01 JlokyMeHTaluoHHOE
oOecrieueHre yIpaBJIeHUs U apXUBOBEICHUE MPEAHAa3HAuCHa JIJIs pean3alun o0pa3oBaTeabHON
OpOTpaMMbl  CPEeJHETO0 MNPO(PECCHOHATBLHOrO 00pa3oBaHMs IO MPOrpaMMe TOATOTOBKU
CIEIHMAINCTOB CPEJHEro 3BeHa pa3paboTaHa Ha OCHOBE (elepaibHOro TroCyJapCTBEHHOTO
oOpa3oBaTenbHOr0 cTanmapra mo crernuanbHocTH 46.02.01 JlokymMeHTanmoHHOEe oOecredeHue
ynpasienus u apxuBoBeaeHue ([Ipukaz Munnpocsemenus Poccuu ot 26 aBrycra 2022 1. Ne 778,
3apeructpupoBad  MunucrepctBom HOctummn Poccun ot 30 centsiops 2022 r. Ne70318),
BXOJISIILIEH B COCTAaB YKPYIHEHHOU rpynimsl cnenuainbHocteil 46.00.00 McTopus u apxeonorus ¢
y4eTOM NPO(eCcCHOHATBHBIX CTAHAPTOB:

«CrenuanucT Mo OpraHu3aliOHHOMY U TIOKYMEHTAIIMOHHOMY OO€CIICUEHHUIO YIPaBICHUS
opranusanueit» ([Ipuka3 MunucTepcTBa Tpyaa U counaabHoU 3amuThl Poccuiickoit @enepanuu
or 15 wmroma 2020 r. Ne 333u (3apeructpupoBan MuUHHCTEPCTBOM IocTUIMU Poccuiickoii
®denepannu 15 urons 2020 r., peructpanronHbiii Ne 58957);

«Cnenuanuct apxuBa» ([Ipuka3 MuHucTepcTBa TpyJa U COLMAIBHOM  3alUTHI
Poccuiickoit ®@enepanun ot 18 mapra 2022 r. Ne 140H (3apeructpupoBaH MHHHCTEPCTBOM
toctuiiuu  Poccuiickoit ®@epeparuu 21 ampenst 2022 r., peructpauuonHusiii Ne 63193) u
KOMIETEHIIMH «/{0KyMEeHTallMOHHOE 00€ecIIeYeHNE YIPABICHUS U ApXUBOBEICHHUEY.

C yyeroM mnpuMEpHONH OCHOBHOM 00Opa3oBaTelIbHONW MpPOrpamMmbl, pa3paboTaHHON
®DenepanbHBIM y4eOHO-METOIMIECKAM 00bEIMHEHUEM B CHCTEME CPETHETO MPO(PECCHOHATEHOTO
o0Opa3oBaHus O YKPYIMHEHHBIM TpymmaMm mnpodeccuii, crnenuanbHocteil 46.00.00 HMcropust u
apxeoJIorusl.

Opranuszanus — pazpadorunk: AHIIOO «Ky6auckuit UTTIO»
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1. MACIIOPT PABOYEM MPOI'PAMMBI YYEBHOM ITPAKTUKH

1.1. O6aactb npuMeHeHHs IPOTrPaMMBbI
Pabowas mnporpamma y4yeOHOW NPAKTUKU SIBISETCS 4YacTblo 00pa3oBaTeIbHOM
nporpamMmel, paspadoranHoi B coorBeTcTBUU ¢ PI'OC CIIO mo cnenumanmsHocTH 46.02.01
JlokyMeHTalMoOHHOe OOeclieyeHre VIpaBiICHUS] U apXUBOBEACHHE, B 4YacTU OCBOCHUS
kBannpukanuu Crienuanuct N0 JOKYMEHTAIIHOHHOMY OOECIICUEHHUIO YIPABICHUS U apXUBHOMY
JIeJly 1 OCHOBHBIX BHJIOB AearenbHocTu (B/I).

1.2. Ileau u 3a1a4u y4eOHOI NPAKTHKH

ITpoBenenue yueOHOM NPaKTHKHU peanusyeTcs B GopMe NPaKTUIECKON NOArOTOBKH, ITyTeM
HETOCPECTBEHHOTO BBIMOJIHEHHUSI 00YJarOIIUMHICS OTAEIBHBIX 3JIEMEHTOB PadOT, CBSI3aHHBIX C
Oyaymell npodeccHOHAIbHONW — JEATEIbHOCTbIO M HalpaBJIEHHBIX Ha (opMupoBaHue,
3aKpeIuIeHue, pa3BUTHE MPAKTHUECKUX HABBIKOB M KOMIIETEHIIUH 1O PO UITIO COOTBETCTBYIOIIECH
00pa3oBaTeNbHON IPOTrPAMMBI.

Lenp — nanpHeiIIee 3aKpeIuieHUE W YIiIyOJieHHE 3HAHWM, IMOJYYEHHBIX TPU W3YYEeHUH
KOHKPETHBIX TUCLHUILIMH.

3ajaun MPaKTUKU:

— 3aKpeIUICHHE U UCIOJb30BAaHUE CIELUUAIbHBIX 3HAHWM, IOJYyYEHHBIX B paMKax
po¢eCCHOHATLHOIO MOYIIS;

— npeoOpazoBaHMe  NPUOOPETEHHBIX  TEOPETHMYECKUMX  3HAaHUM B CUCTEMY
MpoeCCHOHAIBLHBIX YMEHHUI;

— OBJIAJICHHE COBPEMEHHBIMH MeETOJaMu cOopa, aHanm3a U O00padOTKH HaydHOU
nHpopmanuu;

— noa0Op M aHaJlIW3 OCHOBHOM M JIOTIOJIHUTENIBHOM JINTEpaTypbl B COOTBETCTBHU C
po0JIeMaTUKOM paboT, BBINOIHIEMbBIX BO BPEMsI IPAKTUKH.

— mpuoOpeTeHNEe OMbITa MPAKTUUYECKOW pabOThl B COOTBETCTBUU C TpPeOOBaHUSIMH,
ycraHoBieHHbIME PI'OC CIIO mno cnenuansHocTH 46.02.01 JlokyMeHTalmoHHOEe obecrieueHue
yIpaBiIeHUS U apXUBOBEJICHUE

C nenbio oBIaACHNS BHAOM NPOQeCCHOHATBHOM 1eITeIbHOCTH

B/.01 OcymecrBieHne OpPraHM3alMOHHOTO ¥ JOKYMEHTAIMOHHOIO o0ecrmeYeHust
eSITe/IbHOCTH OpraHu3anum OOy4aroIIMHCS B XOJi€ OCBOCHHUS Y4eOHOM MNpakTHKH JOJKEH
OBJIaleTh HABBIKAMM

— THOJy4YeHUs! Heo0X0IUMON HMH(OPMAILMK U Iepeadn CAaHKIIMOHUPOBAHHOW HHpOpMAaLK
C MCIIOJIb30BaHUEM CPEICTB HH(POPMALIMOHHBIX 1 KOMMYHUKAIIMOHHBIX TEXHOJIOTHH;

— KOOpJIUHALUHU pabOThl NPUEMHON PYKOBOJIUTENS U 30H MPUEMA PA3TUUHBIX KaTeropui
MIOCETUTENEH OpraHu3aluy;

— IJTAHUPOBAHUS pabOYero BpeMEHU pyKOBOAUTEINS U pabovero AHs CEKpeTaps;

— OpraHM3alMH JEJIOBbIX N0E3/10K PYKOBOAMUTENS U IPYTUX COTPYIHUKOB OpraHU3aluy;

— OpraHu3aluy 1 nojajaepxaHus GyHKIHOHAIBHOIO pabo4yero NpoCcTpaHCTBa;

— OpraHu3aluy MOATOTOBKU M MPOBEACHUS KOH(EPEHTHBIX MEPONPHUATHHA, 0OecrieueHus
MH(OPMALIMOHHOTO B3aWMOJEUCTBUS PYKOBOJAUTENS C MOJAPA3ACICHUSIMU U JOJKHOCTHBIMU
JULAMH OpraHu3allnu;

— oopMIIEHUSI OPraHM3ALMOHHO-PACTIOPAIUTEIBHBIX JIOKYMEHTOB M  OpraHU3aluu
paboThl C HUMH, B TOM YHUCJIE C UCTOJIb30BaHUEM aBTOMATU3UPOBAHHBIX CUCTEM;

— oopmileHUs] TOKYMEHTOB 10 TUYHOMY COCTaBYy U OpraHu3aluu paboThl ¢ HUMH, B TOM
YHCJIE C UCTIOIb30BaHUEM aBTOMATHU3UPOBAHHBIX CUCTEM;

— OpraHM3alMM TEKYIIEro XpaHeHHs TOKYMEHTOB, 00pabOTKU Jes ISl ONEepaTUBHOIO U
ApXMBHOT'O XPaHEHMsI, B TOM YHUCJIE C UCIIOJIb30BAHUEM aBTOMAaTU3UPOBAHHBIX CUCTEM;



— KOHmMPpOsL cOON00eHUsT MPYO0BOL OUCYUNTUHBL (PuKkcuposarue hakmos HapyuleHus,
mpebosanue 00vACHeHUll Om pabomMHUKO8, U30AHUe NPUKA308 O NPUGIedeHUU K OUCYUNTUHAPHOU
0meemcmeeHHOCmuU);

— obpabomxu doxymernmog 6 npoepamme «1C: JJoxymenmoobopom 8 [IPODy;,

— noucka u noobopa nepcoxaia.

B/1.02 Opranu3zanus apxXuBHOI padoThbl MO JOKYMEHTAM OPraHM3aluil pasjM4HbIX (opm
co0cTBeHHOCTH OOYYAIOIIUICS B XOJE€ OCBOEHHUS Y4eOHOM NPAKTHKU [OJDKEH OBJIaJeTh
HABBIKAMM:

— KOMIUICKTOBaHUS apXUBHBIMH JIeJIaMU (JIOKYMEHTAMH) apXUBa OpraHU3aINH;

— BeJicHUsST yd€Ta apXWBHBIX Jell (JOKyMEHTOB), B TOM YHCJIE€ C HCIIOJIb30BAaHHEM
ABTOMATU3UPOBAHHBIX CHCTEM;

— OCYILIECTBJICHHS] XPAaHEHHUS AapXHUBHBIX el (JIOKYMEHTOB) C IOCTOSHHBIM CPOKOM
XPaHEHUs U 110 JIMYHOMY COCTaBY B apXHBE OpPTraHU3AIINH;

— XpaHEHUsI, KOMIUICKTOBaHUS, Y4€Ta U UCIOIb30BaHUs Jel (IOKYMEHTOB) BPEMEHHOTO
XpaHCHUS,

— UCTIONB30BAaHUSl APXHMBHBIX Je (JIOKYMEHTOB), B TOM 4YHCIICE C HCIIOJIb30BAaHHEM
ABTOMATU3UPOBAHHBIX CHCTEM;

— obecneuenuss COXpaHHOCMU OOKYMEHMO8 U APXUBHBIX Oell;

— UCNOb308AHUSL OOKYMEHMNO8 apXUsa.

BI.03 Oceoenue euoose pabom no oJonxcnocmu cayscawezo 20190 Apxusapuyc
00ydJarouuics B X0/1€ OCBOCHHUS Y4eOHOM MPaKTUKH JOHKEH BJIaIETh HABBIKAMM:

— OCYILIECTBJICHHSI paOOTHI [0 BEICHUIO apXUBHOTO JIeia Ha MPEANPUSITHH;

— OpraHM3alMi XpaHEeHUs U 00eCHeYeHUs COXPAHHOCTh JOKYMEHTOB, MOCTYIUBIIUX B
apXuB.

1.3. KosinuecTBO 4acoB Ha 0CBOeHUE padoyeii MporpaMMbl y4eOHOI NPAKTHKH:

Bcero 216 gacos,
B TOM YHCIIE:

M Bcero yacos B Tom mee B (hopme
NMPaKTH4YEeCKOI MOATOTOBKH
IIM.01 72 72
I1M.02 72 72
I1M.03 72 72




2. PE3YJIbTATBI IIPAKTUKHA

Pe3ynbrarom ocBoeHHUs yueOHOM MPAKTUKU SBIISETCS OBJIaJIeHUE 00YyJalOIIMMUCS BUIaMU
JeSTeNIbHOCTH, B TOM uuciie npodeccuonansabivu (I1K), o6mumu (OK) kommereHIusIMu:

Kon

HaumenoBanue o0mx KOMIETEHIIUN U JIMYHOCTHBIX PE3YJIHTATOB

OK 01

BeiOupare cnocoObl  pemieHHs 3aaady  NPO(PECCHOHANBHON  /IEATEIHOCTH
IIPUMEHUTEIBHO K Pa3JIMYHBIM KOHTEKCTaM;

OK 02

Mcnonb30BaTh COBpPEMEHHBIC CpEACTBA IMOKWCKA, aHAIM3a M HWHTEPIPETALUU
uHpopMalMd U HMHGOPMAIMOHHBIC TEXHOJOTHH JIJIsl BBIMOJHEHHUS 3a/1ad4
poecCHOHALHOM IeSATEIBHOCTH;

OK 03

[TnanupoBaTh U peaan30BbIBaTh COOCTBEHHOE MPO(ECCHOHANBHOE U TUYHOCTHOE
pa3BUTHE, NPEANPUHUMATEIBCKYIO IEATENBHOCTh B NPOQecCHOHaIbHON cdepe,
WCIOJI30BATh 3HAHUS 10 NMPAaBOBOW M ()MHAHCOBOW I'PAMOTHOCTH B Pa3ITMYHBIX
YKU3HEHHBIX CUTYalUsIX

OK 04

D¢ dhexkTnBHO B3aMMOICHCTBOBATh U Pa0OTaTh B KOJUICKTUBE M KOMAH/IE;

OK 05

OcyIecTBIATh YCTHYIO U MHUCHbMEHHYIO KOMMYHUKAIIMIO HAa TOCYJapCTBEHHOM
s3pike  Poccwuiickoit denepanuu ¢ y4eToM OCOOEHHOCTEHM COLMAIBHOTO H
KYJbTYPHOI'O KOHTEKCTA;

OK 07

CopeiicTBOBaTh COXPAaHEHUIO OKpPYKAIOIIEH Ccpefbl, pecypcocOepeKeHuIo,
MPUMEHATh 3HAaHUS OO0 W3MEHEHMHM KJIuUMara, MPUHIUIBI OEpEKIUBOTO
MIPOU3BOJICTBA, 3P PEKTUBHO NEHCTBOBATH B YPE3BBIYAITHBIX CUTYAIIHIX

OK 09

[Tonmp30BaTbess mpodeccHoHaNbHON JOKYMEHTAIeld Ha TOCYZapCTBEHHOM U
UHOCTPAaHHOM SI3bIKAX.

[IpodeccnonaibHBIMUA KOMITETCHIIUSIMU

Kon

HaumenoBanue HpOCI)eCCI/IOHaJ'IBHLIX KOMIIETEHITUI

BJ1 01

OcymeCTB.neHne OPraHu3aluOHHOI0 U JOKYMECHTAIIHOHHOIO o0ecneyeHns
ACATECJIbHOCTH OPraHu3amumn

IIK 1.1

OcymiecTBiATh NpUeM-Tiepeaayy YIpaBiIeHYeCKod HH(OpMaruu C MOMOIIbIO
cpeaCcTB MHGOPMAIIMOHHBIX U KOMMYHUKAIIMOHHBIX TEXHOJIOTUHN

IIK 1.2

KoopnunupoBatrs paboTy NpHUEMHOM PYKOBOIMTENS, 30H MpHEMa Pa3IHMYHBIX
KAaTEerOpHil MOCETUTENIEN OpraHU3alAN

IIK 1.3

Brnagers HaBBIKAaMHM IUTAaHUPOBAHMS pabOYero BpPEMEHH PYKOBOIUTENS H
cekperapsi

IIK 1.4

OcymiecTBISITh MOATOTOBKY JEJNOBBIX IMOE3JI0K PYKOBOAMTENS M APYrHX
COTPYJIHUKOB OpraHu3alin

I[IK 1.5

Brnagerp cmocobamu opraHuzanuu paboyero MpOCTPAHCTBA MPUEMHOW U
KaOWHETa PyKOBOJIUTEIIS

[IK 1.6

OcymecTBisaTh paboOTy MO TOATOTOBKE M TMPOBEACHUIO KOH(EPEeHTHBIX
MEpONPHUATHIA, 00ecTiedynBaTh HHPOPMALMOHHOE B3aUMO/IEHCTBHE PYKOBOIUTES
C MOJpa3ieICHUSIMU U TOJDKHOCTHBIMM JIMIIAMH OpraHu3aluu

IIK 1.7

OdopmasaTh OpPraHU3alMOHHO-PACIOPAIUTENBHBIE JIOKYMEHTBI u
OpraHW30BBIBaTH pPabOTy C HHUMH, B TOM UYHCJIE C HCIIOJH30BAaHUEM
ABTOMAaTU3UPOBAHHBIX CUCTEM

[IK 1.8

O opMIsATE TOKYMEHTSHI 10 TMYHOMY COCTaBY U OPraHU30BbIBaTh paboTy C HUMH,
B TOM YHCJIE C UCIIOJIb30BAHUEM aBTOMATU3UPOBAHHBIX CUCTEM




I[IK 1.9 OpraHu3oBbIBaTh TEKyIeEe XpaHEHHWE JOKYMEHTOB, OOpabOTKy Jaen i
ONEPATUBHOTO W APXUBHOIO XpAHEHHUsA, B TOM YHUCIE C HCIOJIb30BAHHEM
ABTOMATU3UPOBAHHBIX CUCTEM

B/ 02 Opranusanusi apXuBHON padoThI M0 JOKYMEHTAM OPraHu3aluii pa3JIn4HbIX
¢hopm coOCTBEHHOCTH

IIK 2.1. OcyiecTBIATh KOMIUIEKTOBAHME ApXUBHBIMH JellaMu (JOKyMEHTaMHu) apXuBa
OpraHu3aln

IIK 2.2 Bectn yuer apXWBHBIX Jei (JIOKYMEHTOB), B TOM YHCJE C HCIIOJIb30BaHUEM
ABTOMATU3UPOBAHHBIX CUCTEM

IIK 2.3. OcyiecTBIATh XpaHEHHE apXHUBHBIX €M (JJOKYMEHTOB) C MOCTOSHHBIM CPOKOM
XpaHEHUs ¥ M0 JUYHOMY COCTAaBY B apXMBE OpraHu3aluu

[IK 2.4 OcCylecTBIISITh XpAaHEHUE, KOMIUIEKTOBAHUE, YYET M MCIOJIb30BaHUE JIelI
(IOKYMEHTOB) BPEMEHHOTO XpPAHECHHUSI

K 2.5 OcCyIlIecTBISITh UCIOIB30BAHUE APXUBHBIX JIe7 (AOKYMEHTOB), B TOM YHCIE C
MCII0JIb30BAHUEM aBTOMATU3UPOBAHHBIX CUCTEM

B/103 Oceoenue 6udoe pabom no oonxicHocmu cayycauwiezo 20190 Apxusapuyc

K 3.1 OcyiecTBisITh paboTy MO BEACHUIO apXUBHOTO JeJia Ha MPEANPUATUN




3. TEMATUYECKHWMH IJIAH U COJAEP)KAHUE ITPOT' PAMMbBI YUEEHOM MPAKTUKHA

No K Koanl
n/ Buasl pador Coaepxxanue ydyeOHbIX 3aHATHH 0']‘1:;:3?]30 KOMHIeTeH UM
I OK MK
1 2 3 4 5 6
IIM. 01 OcymecTB/IeHHEe OPraHU3ANMUOHHOI0 ¥ JOKYMEHTAIIHOHHOT0 00ecreYeHus 1eATeJIbHOCTH
OpraHu3anuu
1.1 | UucTpykTax no TexHuke 6e3omacHocT. OnucaHue 3a1a4 NpakTUKU 2 OK 01 K 1.1
[IpoBenenue HHCTpyKTaXxa Mo TeXHUKe Oe3omacHocTH. O3HAKOMIIEHHE OK 02 K 1.2
CTpyKTypa OpraHu3anuy. CTYJCHTOB C TPeOOBaHUSAMU OXpaHbl TPyJa U MpaBUIaMHU O€30MacCHOMN OK 03
O3HaKOMJICHHE C paboTHI. OK 04
[IPaBOBBIMH, OK 05
JIOKaJIbHBIMU OK 07
HOPMAaTUBHBIMH aKTaMH. OK 09
1.2 | UsydeHue CTpyKTypBl OpraHU3aIMN — MECTa MPOXOMKIACHUS TPAKTHKH 2 OK 01 K 1.1
(tanee — opraHM3alMU) C LEJNbIO COCTaBJIEHUS CXEMbl CTPYKTYpPbI OK 02 I[IK 1.2
OpraHu3aIMH. OK 03 K 1.3
OK 04 K 1.4
1 OK 05 K 1.6
OK 07 K 1.7
OK 09 K 1.8
K 1.9
1.3 | O3HakomiieHHE C TIPABOBBIMH (YYPEOUTEIBHBIMHU), JOKAIbHBIMH 2 OK 01 K 1.1
HOPMAaTUBHBIMU aKTaMM U  PaCHOPAIUTEIBHBIMU  JOKYMEHTaMU OK 02 K 1.2
OpraHu3alyu OK 03 [IK 1.3
OK 04 K 1.4
OK 05 K 1.6
OK 07 K 1.7
OK 09 K 1.8
MK 1.9




Ocy1uiecTBiieHUE
OpPTraHU3AIMOHHOTO U
TOKYMEHTAI[HOHHOT'O
obecrniedeHust
M3y4eHun HHCTPYKLIUU
10 JIeJIONPOU3BOJICTBY.
[IpaBuiia coctaBneHus
MIPOCKTOB.

[IporpamMHEBIE CpencTBa
y4yeTa, XpaHeHus,
00pabOTKH M TIOUCKA
TTOKYMEHTOB.

Cucrema 3J1eKTPOHHOTO
TOKYMEHTO000pOTa.
Perucrpanus
TTOKYMEHTOB U
MapIIpyTH3aIuN
TOKYMEHTOIIOTOKOB.
Opranu3anus
TTOKYMEHTAI[HOHHOTO

14 | CocraBneHue  CIHCKa  HMCTOYHUKOB  KomruiekToBaHuss  OPJ] OK 01 I[K 1.1
OpraHu3aIyu. OK 02 IIK 1.2

OK 03 K 1.3

OK 04 [IK 1.4

OK 05 K 1.6

OK 07 [K 1.7

OK 09 K 1.8

K 1.9

15 | M3ydyeHne HWHUHCTPYKUIHUHU TIO JIEJOMPOU3BOJCTBY OpTaHHU3ALUU. OK 01 K 1.1
3HaKOMCTBO C MpaBWJIAMH COCTABIICHUS TPOEKTOB M O(OpMIICHUS OK 02 [IK 1.2
JOKYMEHTOB, MOPSAKOM COTJIACOBAHUS M IOJIIMUCAHUS/YTBEPKICHHS OK 03 K 1.3
JIOKYMEHTOB B OPraHU3aLuU OK 04 IIK 1.4

OK 05 [IK 1.6

OK 07 K 1.7

OK 09 K 1.8

K 1.9

2.1 | O3HakOMJICHHE C TPOTPAMMHBIMH CPEICTBAMH Y4ETa, XpaHEHHS, OK 01 K 1.1
00pabOTKH U MOKMCKa JOKYMEHTOB, UCIIOJIb3yEMbIMU B OPTaHU3AIMH. OK 02 I[IK 1.2

OK 03 K 1.3

OK 04 I[IK 1.4

OK 05 K 1.6

OK 07 K 1.7

OK 09 K 1.8

IIK 1.9

2.2 | NBydyeHnue ocHOB u cnenuuku pabOTHl C TOKYMEHTAIUEH B cHCTEMe OK 01 K 1.1
3JIEKTPOHHOTO JI0KyMeHToo0opoTa (CD/I) opranuzaiu. OK 02 K 1.2

OK 03 K 1.3

OK 04 I[IK 1.4

OK 05 K 1.6

OK 07 K 1.7

OK 09 K 1.8




oOecrieyeHus MK 1.9
pTIPABIICHITT 2.3 | Ucnonb3oBanne B paboTe IIOOAIBHBIX M JIOKAIBHBIX CeTeil s OKO0l | IIK1.1
(yHKIIMOHUPOBAHUS 5 . OK 02 K 1.2
OprAHM3AIAH. MOJTy4YeHUs U XpaHeHus: nHpopmarmu, ooMeHa nHpopmanuein OK 03 1K 1.3
HudopmannonHo- OK 04 [IK 1.4
CIpaBOYHAs U TOMCKOBAst OK 05 K 1.6
pabora OK 07 K 1.7
C UCIIOJIb30BaHUEM OK 09 I[IK 1.8
CHUCTEM yuéTa IK'1.9
JIOKYMCHTOB B 24 3HaKOMCTBO C JOKYMEHTOOOOpOTOM opranuzaiuu. lcmonb3oBaHue OK 01 IIK 1.1
OpraHHU3aliH. CD/1 B pabote ¢ mokymeHTamu. OOpaboTKa BHYTPEHHUX JOKYMEHTOB, OK 02 K 1.2
00paboTKa 1 OTIpaBKa UCXOISAIIUX TOKYMEHTOB, MPUEM U TIEpBUYHAS OK 03 I[IK 1.3

00paboTKa BXOSMIINX JJOKYMCHTOB. OK 04 [IK 1.4

OK 05 K 1.6

OK 07 K 1.7

OK 09 I[IK 1.8

K 1.9

2.5 | PermcTpanus JOKYMEHTOB M MapIIPyTH3alMs JIOKYMEHTOIIOTOKOB. OK 01 K 1.1

KouTponb ucnonnenust n1okymeHToB. MIHpopManmoHHO-CcipaBo4Has U OK 02 1K 1.2

MoMCcKoBasi paboTa € UCHOJB30BAaHUEM CHUCTEM Y4€Ta JOKYMEHTOB B OK 03 TIK 1.3

OpraHH3aIMH. OK 04 K14

OK 05 MK 1.6

OK 07 K 1.7

OK 09 K 1.8

K 1.9

CocraBieHue u 3.1 | Odopmnenue OpraHU3alMOHHBIX, BHYTPEHHHUX (mpukassl, OK 01 K 1.1
oopmieHne pacnopsKeHUs, IOBEPEHHOCTH, 3aITUCKH, CIIPABKHU, aKThI, TPOTOKOJIBI U OK 02 K 1.2
pacroOpsKEeHHUs, Ip.) U MCXOIAIUX JIOKYMEHTOB OpraHU3allMd C HCIOJIb30BaHUEM OK 03 K 1.3
YKa3aHus, COBPEMEHHBIX IIPOIPAMMHO-TEXHUYECKUX CPEACTB. OK 04 I[IK 1.4
[MOCTAHOBJICHUS, OK 05 IIK 1.6
[pELLEHHUS. K 1.7
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KoHTpOob IpaBUIBLHOCTH OK 07 K 1.8
COCTaBJICHMS, OK 09 IIK 1.9
;fgj:,gj:gﬁ 3.2 | KOHTpOib NpPaBHIBHOCTH COCTAaBICHHS, OMOPMICHHS JIOKYMEHTOB OK 01 K 1.1
KoHcTpyupoBane (peKBU3UTBI, OCOOEHHOCTH HAIMCAHUA TEKCTOB, MHOI'OCTPAaHUYHBIE OK 02 1K 1.2
6IIAHKOB OpraHM3aLHH, JOKYMEHTBI), MOpsAKa M3AaHUSA JOKYMEHTOB (C y4€ToM creuupuku OK 03 IIK'1.3
co3anMe MmabIoHOB. CHCTEMBl  JIeJIONPOM3BOJCTBA  opraHmsauuu). KoHcTpyupoBaHue OK 04 IIK 1.4
Opranusarus TeKyIero 0JIJaHKOB OpraHU3allUM, CO3/1aHUE IA0JIOHOB JOKYMEHTOB. 8§ 83 EE }g
XpaHEHUs JOKYMEHTOB. OK 09 K 1.8
IIK 1.9
DOpMUPOBAHHE INYHOTO 3.3 Opranu3zanus TEKyLEro XxpaHeHus J0KyMeHTOB. PopMupoBaHue /1€ B OK 01 IIK 1.1
J1eJIa ¥ TTOATOTOBKA €TI0 COOTBETCTBUU C HOMEHKJIATYPOU J1€J1 OPraHU3al1u. 8E 8§ gﬁ }g
U1 [Iepeslauk B apXUB OK 04 K 1.4
OK 05 K 1.6
OK 07 K 1.7
Opranuzanus OK 09 K 1.8
NTOKYMEHTO00O0pOoTa IIK 1.9
OpraHu3anuy. HNuddepennrpoBanHbIii 3a4eT OK 01
[IpoBeneHune sKkCnepTU3bI OK 02
[IEHHOCTH JOKYMEHTOB. OK 03
OdopmiieHre y4eTHBIX OK 04
nokymeHToB. IIpaBuna OK 05
[TOJATOTOBKH JJOKYMEHTOB OK 07
K [Iepe/iaye B apXUB. OK 09
OdopmiieHne fei. 41 | Yyactme BUpPOBENCHMM  OKCIEPTH3bl  IEHHOCTH  JIOKYMEHTOB OK 01 MK 1.1
CocTaBJieHHe onuceii, CucreMarusalusl JOKYMEHTOB IO CTPYKTYPHO-XPOHOJIOTHYECKOMY OK 02 K 1.2
AKTOB BBIJJa4H, IIEPEIAUH, npuHuuny. OdopmiieHre y4€THBIX JOKYMEHTOB IIOCTYIUIEHUS U OK 03 [IK'1.3
VHUYTOKEHUS BEIOBITHS JIETT. OK 04 IIK 1.4
[TOKYMEHTOB. OK 05 I[IK 1.6
K 1.7
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OK 07 K 1.8

OK 09 I[IK 1.9

4.2 | O3HakOMIIGHHE C YCTaHOBJICHHBIMH B OPraHM3alMH NPABHJIAMH OK 01 MK 1.1

MIOATOTOBKM JOKYMEHTOB K mepenade B apxuB. Iloaroroska OK 02 1K 1.2

JOKYMEHTOB K mepenadye B apxuB. Odopmiienue nen. CocraBieHue OK 03 1K 1.3

onucel NOKyMeHTOB U jen. CocTaBlIeHHE aKTOB BbIIayu, IEpelayd, OK 04 TIK 1.4

YHUUTOXKEHUS JOKYMEHTOB. OK 05 T[IK 1.6

OK 07 K 1.7

OK 09 K 1.8

I[IK' 1.9

5.1 | 3nakomcTBO C KaTEropusAMHU U BHIAMHU JTOKYMEHTOB, 0Opa3yIOIUXCS B OKO0l | IIK1.1

Opranu3arust paGoThl 1o OpraHM3al|d, COAEPKAIMMX KOH(OMICHIUMAIbHYI HHPOPMALHMIO. OK 02 IK 1.2

00paboTKe JOKYMEHTOB Opranuzanus paboTel MO0 00pabOTKE TOKYMEHTOB OTIPaHUYEHHOTO OK 03 1K 1.3

OI'PaHUICHHOI0 AOCTYIIA. noctyna. O3HAaKOMIIGHME C IPHMEHSEMBIMH B  OpraHU3aluu OK 04 IIK 1.4

PaboThI 110 06eCTICICHHTO CpeAcTBaMHU KpunTOrpahuu AJs 3alUThl 3JIE€KTPOHHBIX JJOKYMEHTOB C OK 05 K 1.6

SALIUTBL STICKTPOHHBIX HCIIOJb30BaHUEM  CIICHHATBHOIO  MPOrPaMMHOT OecrieueHus. OK07 | TIK L7

10 oro porp oro obecneye OK 09 K 1.8

JLOKYMCHTOB OT Beimonnenne paboT 1O 00ECNEYEeHHUI0 3aIUThl  JIEKTPOHHBIX K 1.9
HCCAHKIMORMPOBARHOTO JOKYMEHTOB OT HECAHKIIUOHUPOBAHHOI'O JOCTYTIA. '

nocryna

6.1 | Oprammsarms pabotel mpuéMHON (30H TpHEMA IOCETUTENEH): OK 01 MK 1.1

Koopaunanus paGoThl PETYIMpPOBAaHHE MOTOKA IIOCETHTENEH, INPUEM M PErMCTpalus OK 02 IK 1.2

OpraHM3aluy (IPUEMHON noceruteneil. IlmanupoBanue paboyero mHS PYKOBOJIUTENS U OK 03 1K' 1.3

PYKOBOAUTES ), BEACHNE cekperaps. lloaroroBka  IemoBBIX  BCTpeY U I[IEPETOBOPOB OK 04 1K 1.4

[IprEMa TOCETUTETIEN pykoBonuTens. PaGora 1o 0O0CIyXHBaHHUIO pa3lIUYHBIX THUIIOB 8? 83 EE ig

COBEILAHUH U cOOII0/IeHNE MPAaBUJI UX TOJTOTOBKHU U MPOBEACHUS. OK 09 K 1.8

K 1.9

Benenne  tenedonmblx| /-1 | Benenue TenehoHHBIX meperoBopoB. PuIbTpamus M Hepeagpecarus OK 01 MK 1.1

[1EPErOBOPOB 3BOHKOB. [Ipuém u mepemaua TenedoHOrpamMmMm, Qakcorpamm, OK 02 HK 1.2

Koopauuaiss ~ paboTh] COOOIIEeHUH TI0 AJIEKTPOHHOMU TouTte. MHpopMaImoHHoe obecrneueHne EIIE }i

opranuzanuu (IpUeMHO

12




PYKOBOJUTENSA), BEACHUE JeSITeNbHOCTH pyKoBoauTeNa. O3HAKOMIIGHHE C IMpaBHIAMH PaOOTHI OK 03 K 1.6
npreMa MoCeTUTENeH ¢ KOH(MUICHIINATBHON HHPOPMALIUEH B OpraHU3aIHH. OK 04 1K 1.7
OK 05 MK 1.8
OK 07 IIK 1.9
OK 09
8.1 | PaGora o 03HAKOMJIGHHIO C COCTABOM M OCOOEHHOCTSIMU JJOKYMEHTOB 4 OK 0l | IIK1.1
o OpraHu3aIui, PETyIUPYIOINX TPYAOBBIC OTHOIICHHS OK 02 1K 1.2
(bopmnerue (opraHM3aMOHHO-PACTIOPSAAUTEIIBHBIC JOKYMEHTBI, JOKYMEHTBI 10 OK 03 IIK 1.3
NTIOKYMEHTOB 110 JINYHOMY] . " OK 04 [IK 1.4
JUYHOMY COCTaBY, TPYIOBOH JOTOBOp, IOTOBOP O MaTe€pHaIbHOMN
cocTtaBy (MpHUKa3bl IO OK 05 [IK 1.6
OTBETCTBEHHOCTH M T.A.). OdopmiieHHEe TOKYMEHTOB IO JINYHOMY
ITUYHOMY COCTaBY). . OK 07 K 1.7
COCTaBY M UX KOMHH (IIp1 HEOOXOIUMOCTH). OK 09 K 1.8
K 1.9
9.1 | 3makomcTBO C cHCTeMOll yHHGUIMPOBAHHBIX (GOPM IIEPBUUHOI 4 OK 01 K 1.1
Opranusanus YU€THON JOKYMEHTALlMU OpraHu3aluy. 3anojHeHne GopM mepBUIHON OK 02 1K 1.2
TTOKYMEHTAI[HOHHOTO yu€THOHM TOKyMeHTanuu. PaboTta ¢ 3asiBICHUSIMHE 10 TMYHOMY COCTaBY, OK 03 TIK 1.3
oOecrieueHus yrpaBieHHUs BeJieHne U o(hopMIIeHHE TPYIOBBIX KHIKEK. Mcnons3oBanue COJI npu 8§ 8;_1 gi }461
U (yHKIMOHUPOBAHUS paboTe ¢ KaJIpOBBIMU JOKYMEHTAMH. OK 07 K 1‘ 7
OpraHisaliim OK09 | TIK 1.8
MK 1.9
JuddepeHurpoBaHHbIi 3a4eT 6
Hroro mo ITM.01 72

11M.02 Opranu3zanusi apXuBHOI padoThI M0 JOKYMEHTAM OPraHu3aluil pa3jndH

bIX ()OpPM COOCTBEHHOCTH

CtpykTypa opranu3anuu

11

PaccMmoTpenue CTpyKTyphl yUpexkIeH!Us/OpraHu3aliy/ Ipe I pUsTHS
(nanee — opranuzanun)

2

OK 01 -
OK 09

K 2.1
[IK 2.2
K 2.3
I[IK 2.4
[IK 2.5
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1.2 | CocraBneHue CXeMbl OpPraHU3aALUOHHON CTPYKTYPHI OKO01- | IIK2.1
OK 09 [IK 2.2
K 2.3
[IK 2.4
K 2.5
1.3 | OnpeneneHue HCTOYHUKOB KOMILJIEKTOBAHMSI apXHUBa OpraHU3aI|H. OKO01- | TIK2.1
N3yuenune q0MKHOCTHOM HHCTPYKIIUU apXUBUCTA OK 09 IK 2.2
[ToaroroBka 1€ Kk apXMBHOMY XPaHEHHIO, B TOM UUCJIE: U3YyUEHUE [IK 2.3
JOKYMEHTOB B LIEJISIX OIIPEJIEICHNUs CPOKOB UX XpaHEHUsI, HyMepaius [IK 2.4
lcrounnku JUCTOB apXUBHOTO JIeia, COCTaBJIeHUE U O(pOopMIIeHHE BHYTPEHHEH IIK 2.5
KOMIUICKTOBAaHMA OITMCH U JIMCTa-3aBEPUTEIISL ApXUBHOTO €14, COCTABIEHUE U
odopmIleHHEe KapThl-3aMECTUTEIIS, JINCTA UCTIOIB30BAHUS APXUBHOTO
7ieia, COCTaBJICHNE B OPOPMIICHHE PEKBU3UTOB OOJI0KKH apXUBHOTO
Jiena, MpOoIIMBKa apXUBHOTO JIeNa.
1.4 | CocraBieHue cCIMCKa HICTOYHHUKOB KOMILICKTOBAHHS apXHBa OKO01- | IIK2.1
OpraHu3aIyy, ONpeIesieHue TPaHMI] ApXUBHOTO (HOHIA OK 09 K 2.2
[IK 2.3
K 2.4
[IK 2.5
CxeMa pa3MeIeHus 1.5 | CocraBrneHue cxeMbl pa3MEeLIEHUS CPEACTB XPaHEHUSI OKO01- | IIK2.1
CPE/ICTB XPAaHEHHS. CocraBiieHHE CIIMCKA MICTOYHUKOB KOMIUIEKTOBAHUS apX1Ba OK 09 [IK 2.2
[ToaroToBKa 1€ K OpraHu3aIyy, ONpeaesieHne TPAHUI] ApXUBHOTO (HOHA. K 2.3
APXHBHOMY XPaHEHHIO. CocraBiieHne CXeMbI pa3MEILEHUs CPEACTB XpaHeHus. PaccMoTpenue [IK 2.4
Tomnorpadudecknii TOnorpapUuUecKrx ykasaTesel B apXMBOXPaHWIUIIE OpraHU3auy. K 2.5
yKa3aTe. O3HakoMJIEHHE C paBUJIAMH BEJICHUS KYPHAJIOB HaOIIOAeHUS 32
TEMIIEPATYPHO-BIAKHOCTHBIM PEXUMOM B apXHUBOXPAHUIIHILIE.
1.6 | Paccmorpenue Tonorpaduueckux ykazarenei B apXUBOXPAHIIIUIIE OKO01- | TIK2.1
OpraHu3aluu OK 09 K 2.2
K 2.3
[IK 2.4
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K 2.5

IMMOHUCKOBasA CUCTEMA.

APXUBOXPAHUIINIIC OPraHU3aluu
Vyactue B KapTOHUPOBAHNHN NTOKYMCHTOB.

1.7 | O3HakoMIIeHHE C IPABUIAMH BEICHUS KypHAJIOB HAOIIOJCHUS 32 OKO01- | IIK2.1
TeMIIEPaTypPHO-BIAKHOCTHBIM PEKUMOM B apXHUBOXPAHWIHIIE OK 09 IIK 2.2
K 2.3
IIK 2.4
K 2.5
1.8 | IloxroroBka aen K apXMBHOMY XPaHEHUIO, B TOM YHCJIC: H3ydeHUE OKO01- | TIK2.1
JIOKYMEHTOB B LIEJISAX OIPENEIIECHUS CPOKOB UX XPAHEHUS, HyMEpaLus OK 09 I1IK 2.2
JMCTOB apXHUBHOTO JIeJIa, COCTABJICHNE B OOpPMIICHIE BHYTPEHHEH K 2.3
OIMCH U JIUCTa-3aBEpUTENS apXUBHOTO JIeJ1a, COCTABICHUE U K 2.4
odopmIIeHHEe KapThI-3aMECTUTEIIS, JINCTA UCTIOIB30BAHUS APXUBHOTO K 2.5
Jieqia, CoOcTaBJIeHUuEe U 0OpMIICHHE PEKBU3UTOB OOJI0KKH apXUBHOTO
CocTaBieHHe apXUBHOI JieJia, IPOIIKMBKA apXUBHOIO JIENa.
onucu
JuddepeHunpoBaHHbIN 3a4eT OK 01 -
OK 09
1.9 | CocraBneHne apXxuBHON OIUCH JIEJI TOCTOSIHHOTO XPaHEHHSI. OKO01- | IIK2.1
Odopmrenne onucH Jiei 1o JMYHoMy cocTaBy. OdopmMiaeHre onucu OK 09 K 2.2
nen BpeMeHHoro (cBaiie 10 JeT) cpoka XpaHeHHs.. K 2.3
I[IK 2.4
K 2.5
1.10 | OdopmiieHrEe TOKYMEHTOB T10 pe3yJIbTaTaM MPOBEPKH HATUIHS U OKO01- | TIK2.1
Odopmiienue COCTOSIHMS IOKYMEHTOB B apXUBE, O BBIJICICHUN K YHUUTOKCHHUIO OK 09 [IK 2.2
JIOKYMEHTOB I10 APXUBHBIX JOKYMEHTOB, HE IO JICKALUX XPAHEHUIO. [IK 2.3
pe3yJibTaTaM IpPOBEPKHU. CocraBiieHHE CXEMBI pa3MEILEHUs JOKYMEHTOB B apXUBOXpaHWINIIAX. I[IK 2.4
NupopmaninoHHo- Paccmotpenune Tomorpaduyueckux W IOCTEIJIAKHBIX yKa3aTeled B [IK 2.5
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[loxroroBka Jgenm K apXWBHOMY XpaHeHUI0 (dopMupoBaHUE
AIIEKTPOHHBIX JIET)

Knaccudukanus 3aroioBKOB /€1 B apXUBHOM OMKCH €7 IOCTOSIHHOTO
XPpaHEHWUsI, 1] B OIUCH JIEN TI0 JINYHOMY COCTaBY

CocraBiieHue 3JIEKTPOHHOM OIUCU

3anojHEeHNe KHHUTH TOCTYIUIGHHH JOKYMEHTOB Ha TOCYIapCTBEHHOE
XpaHeHHE

1.11 | O3HakoMJIeHHE C HICTOYHUKAMH U TIOPSIKOM KOMIUIEKTOBaHHS (HOHIIA 8 OKO01- | IIK2.1
nojp3oBaresis. O3HaKOMIJICHUE € MOPSIKOM BbIAa4l apXHUBHBIX OK 09 I1IK 2.2
JOKYMEHTOB, 0()OpMJICHHUE MAOIOHOB 3aIPOCOB Ha BBIJIATy apXUBHBIX K 2.3
NOKyMeHTOB. [IoiIroToBKa OTBETOB Ha 3alIPOCHI: apXUBHbIE CIIPABKa, K 2.4
KOITHS, BBIIIHCKA IIK 2.5
O3HakoMJIeHME C TOPSIKOM BbLIaYM  apXMBHBIX JIOKYMEHTOB.
3aroyiHeHNe KHUTH y4eTa BbIJIa4d JOKYMEHTOB.

CocraBieHue 1 opopMIIeHHE KapThI-3aMECTUTENS

OdopmieHre NOKYMEHTOB IO pe3yjbTaTaM MPOBEPKH HAIWYMUS U
COCTOSIHUS JIOKYMEHTOB B apXHBe

Odopmnenre axkTta O BBIIEICHHMM K YHUYTOXKEHHMIO apXUBHBIX
JOKYMEHTOB, He MOJIKAIINX XPAHEHUIO

CocraBieHrE 1 CHCTEMAaTH3aIUs KaTaJ0XHBIX KapTOUEK

OdopmiieHne 111aGI0HOB 3aIIPOCOB Ha BbIIaYy apXUBHBIX JOKYMEHTOB

1.12 | Pabota ¢ HHGOPMAIIMOHHO-TOUCKOBBIMU CUCTEMAMHU U 3JIEKTPOHHBIMU 6 OKO0l- | IIK2.1

KaTaJIOTaMH apXWBOB. OK 09 K 2.2

K 2.3

K 2.4

IK 2.5
JMuddepeHunpoBaHHbIii 3a4eT 6
Hroro mo ITM.02 72

1IM.03 OcBoeHue BUAOB pad0T M0 JOJKHOCTH cayxxkauero 20190 ApxuBapuyc
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1.1 | UHCTpyKTaX 110 TEXHUKE OE3011aCHOCTH OKO01- | IIK3.1
[IpoBeaeHne HHCTPYKTaXka MO TEXHUKE Oe30macHoCcTH. O3HAaKOMIIEHHE OK 09
CTY/ICHTOB C TpeOOBaHUSAMHU OXpaHbl TPYyAa U MpaBHIaMH Oe30MacHON
CTpyKTypa yupeKaeHuUs. paloThI.
PaccMmoTpenne CTPYKTyphl YUpEKACHUS/OpraHU3aluy/ TPEAPUITHS
(lanee — oOpraHM3alyu), COCTaBJIEHUE CXEMbl OPIraHU3ALUOHHOU
CTPYKTYPBI
Orpenencuue 2.2 | Ompenenenue HCTOIHHKOB KOMIUIEKTOBAHNA apXHBA OPTaHH3ALIHH. OKO01- | IIK3.1
CTOUHIKOR N3ydeHue nomKHOCTHON HHCTPYKLIMU apXUBapuyca OK 09
komruiekToBaHus apxuBa | 2.3 | Mcnonb3oBanue CIIC «KoncynbranT Ilmtoc» M Apyrux MOMCKOBBIX OKO0l- | IIK3.1
OpraHu3aluu cucTeM Ui paboThl C 3aKOHO/ATEIIbHBIMA-HOPMATUBHBIMU aKTaMHU B OK 09
[TpoBepka NpaBUIBLHOCTH obnactu opranuzanuu cuctembl JIOY B opraHuzanuu M paboOThI
oopmienus apxuBapuyca
AOKYMEHTOB. 2.4 OOpaboTka W perucTpanus BOISIIMX W HUCXOJSAMIMX JOKYMEHTOB. OK 01 - TIK 3.1
[lonckosas cacTeMa. [TpoBepka mpaBUIBLHOCTH OPOPMIICHHS JOKYMEHTOB OK 09
3.1 Co3panue 0aHKa TJaHHBIX OK 01 - TIK 3.1
OK 09
Cosnanne 6aHka IAHHBIX.| 32 | OcymecTBIEHHE KOHTPOIS 3a HCTIOMHEHHEM JOKYMEHTOB OKO01- | TIK3.1
KoHnTpouns 3a OK 09
MCIIOJTHEHUEM
[IOKYMEHTOB 3.3 | OrmpaBka HCIIOTHEHHOM JJOKYMEHTAIUH aJjpecaTaM ¢ IPUMEHEHUEM OK 01 - | IIK 3.1
COBPEMEHHBIX BUJIOB OPraHU3allMOHHON TEXHUKHU, IPOrPAMMHOTO OK 09
o0ecrnieueHusl.
4.1 | OdopmieHne U perucTpanus ciyxeOHbIX JTOKyMEHTOB, COIJIACHO OKO0l- | IIK3.1
tpeboBanusiM 'OCTa. IlpoBepka npaBuiIbHOCTH OPOPMIICHHUS OK 09

AOKYMCHTOB.
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OdopmMieHre apXUBHBIX 4.2 | ®opMupoBaHHe IeN I TEKYIIEr0 W TOCIEAYIOMIET0 XpaHEHUs OKO01- | TIK3.1
ITOKYMEHTOB JIOKYMEHTOB. OK 09
Odopmiienne aen st apXUBHOTO XPaHEHUSI.
51 Opranuzanys XpaHeHHUs! KaJpOBOU IOKYMEHTallUH OK 01 - IIK 3.1
Opranuzanus XpaHEHHs OK 09
Ka/[POBOM JIOKYMCHTALMK | 5 D [ToaroroBky nen K rnepenade Ha ApXUBHOE XPAHEHUE. OKO01- | IIK3.1
OK 09
6.1 | Yder u COXpaHHOCTh IOKYMEHTOB B apXHBE OKO01- | IIK3.1
CocraBiieHue onucei aei. OK 09
6.2 | CocraBieHHE aKTOB /IS IEpEAAYH JIe] Ha XpaHEHHE. OKO01- | TIK3.1
YdeT 1 COXpaHHOCTh OK 09
TOKYMEHTOB B apXHUBE 6.3 | CocraBieHne akTOB Ha CUCAHNE U YHUYTOKEHHE JOKYMEHTOB. OKO01- | IIK3.1
OK 09
6.4 | IIpoBepka nmpaBMILHOCTH (OPMHUPOBAHUS M OOPMIICHHS JIENT TIPU OKO01- | IIK3.1
IIpUeMe UX B apXUB OK 09
6.5 | [loaroroBka npoekTa HOMEHKJIATYPHI €. OKO0l- | IIK3.1
OK 09
KanpoBas J0KyMeHTaIus 7.1 dopMHUpOBaHUE CIPABOYHOTO ammapara, 00ecleyuBaroero OK 01 - TIK 3.1
(1OKyMeHTaIUsI 1ol OBICTPBIA TOUCK JOKYMEHTOB. OK 09
ITHYHOMY COCTaBY). 7.2 | OcymuiecTBieHre TMOMCKAa JOKYMEHTOB II0 HayYHO-CIPaBOUYHOMY OKO01- | IIK3.1
anmnapaty (KapToTeKkaM) OpraHu3aluu OK 09
7.3 | DTamnbl MOATOTOBKH JIe]1 K apXHUBHOMY XPaHEHUIO OKO0l- | IIK3.1
[ToaroroBka u nepegada JOKYMEHTOB Ha apXUBHOE XPAHEHUE OK 09
8.1 | Benmenue kapTOTEKH y4eTa IPOXOKICHUS JOKYMEHTAIBHBIX OKO01- | TIK3.1
MaTepHaoB. OK 09
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8.2 | Pabora c moKyMeHTaMu, CO/IepKAIIMMHU KOH(PUICHIINATBHYIO 2 OKO01- | IIK3.1
nH(pOpMaHIo. OK 09
[lonroTosia zei k 8.3 | DkcnepTH3a HEHHOCTH TIOKYMEHTOB. 4 OKO01- | TIK3.1
ApXMBHOMY XPaHEHUIO OK 09
8.4 | YHUYTOXKCHHE JOKYMEHTOB. 2 OKO01- | TIK3.1
OK 09
JAu¢pepeHunnpoBaHHbIN 3a4eT 6
Bcero no I11M.03 72
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4. YCJIOBUS PEAJIN3AIIMU PABOYEM ITPOT'PAMMBI YYEBFHOM MPAKTUKH

4.1. TpebdoBaHUN K MAaTEePHAIbHO-TEXHHYECKOMY 00ecredeHH 0

Jnst peannzanuu pabodelt mporpaMMbl yueOHOM MPaKTUKH HEOOXOAUMO:
O06opynoBaHue yueOHOro KabuHeTa:

— TI0CaJ0YHBIC MECTA MO KOJIMYECTBY 00YUaIOIIHXCS;

— pabouee MECTO MpernoaBaTes;

— JI0CKa;
TexHuueckue cpencTBa 00y4eHus:

— KOMIIBIOTEP C JIMLIEH3MOHHBIM IPOTPAMMHBIM 00ECTICUCHHEM;

— TIPOEKTOP.

— TMPUHTEPHI:

— CKaHephl,

— KOMIIBIOTEPHI C JTUIICH3HOHHBIMY ITPOrpaMMaMU U BBIXO/I0M B IHTEepHET;

— MHOTO(YHKIIMOHAJILHOE YCTPOMCTBO;

— akcel;

— TtenedoHbI
TpeboBaHMs K TOKYMEHTALMHU, HEOOXOAUMOM ISl TIPOBEICHUS TIPAKTHKH:
WuauBuayaibHOE 33JaHHE HA YUCOHYIO IIPAKTUKY, JTHEBHUK-OTUET MO YUCOHOH MPaKTHKE.

TpeboBaHus K yueOHO-METOANYECKOMY O0ECIIEUCHHIO TPAKTUKHU:
Meronuyeckue yka3zaHuss 10 Y4yeOHOM mpakTuke, Meroauueckue yKa3zaHus I10
BBINOJIHEHUIO MPAKTUYECKUX PAa0OT MO MPaKTHKE, MAKET OTYETa 110 y4eOHOM MpaKTHKe.

4.2. HudopmannoHHoe odecrevyeHue 00ydeHust

[lepeueHr peKOMEHIyeMbIX y4eOHBIX H3AaHui, VHTEepHET-pecypcoB, MOMOJHUTEIHLHOMN
JUTEPATYPHI.

DNIeKTPOHHBIE U3aHUS:

1. Abynanze, 1. I'. JIokyMeHTallMOHHOE oOecrieueHUe yIpaBIeHUs IEPCOHANIOM : YUeOHHUK
U TPaKTUKYM JJs cpeAHero mnpodeccuoHaibHoro obpasosanus / J. I. AOynanse,
. b. Bempsokkuna, B. M. Macnosa. — 3-e u3f., nepepad. u gon. — Mocksa : M3naTenscTBo
FOpaiir, 2024. — 374 c. — (Ilpodeccuonansnoe obpazoBanue). — ISBN 978-5-534-16657-6. —
Tekcr : osnektpoHHbli // OGOpa3zoBatenbHas miardgopma IOpait [caiit]. — URL:
https://urait.ru/bcode/538144.

2. Kopuees, U. K. JlokymMeHTalmoHHOE o0ecriedeHrne ynpaBaeHus | yYeOHUK U MPaKTUKyM
s cpeaHero npodeccuonansHoro ooOpaszoBanusi / WM. K. KopueeB, A. B. Ilmenko,
B. A. Mamypues. — 3-e u3., nepepad. u ngon. — Mocksa : M3garensctBo FOpaiit, 2024. — 438 c.
— (ITlpodeccnonanproe obpazoBanue). — ISBN 978-5-534-16002-4. — TekcT : 2I€KTPOHHBIN //
Oo6pasoBatenpHas mwiardopma IOpaiit [caiit]. — URL: https://urait.ru/bcode/539262.

3. Hoponuna, JI. A. JIokyMeHTallMOHHOE 0OecTieyeHUE YIIPaBICHUS : YYEOHHK U TPAKTUKYM
JUIs cpeniHero npogeccruoHansHoro oopazosanust / JI. A. Jloponuna, B. C. Uputukosa. — 2-e u3n.,
nepepad. u gomn. — MockBa : MsnarensctBo Opaiit, 2024. — 270 c. — (IIpodeccnonanpHoe
oOpazoBanue). — ISBN 978-5-534-16017-8. — Tekct : anexkrtpoHHblii // OOpa3oBarenbHas
wiatdopma FOpaiit [caitr]. — URL: https://urait.ru/bcode/539338 — JlomoHUTENbHBIH HCTOYHUK
[TOOII.

4. Kysnenos, 1. H. [lokymeHnTanmonHoe obecrnieueHue ynpasieHus. JJokyMeHTO000poT 1
JIENTOTIPOU3BOICTBO : YUEOHHMK U MPAKTUKYM Ui CPEAHEro MpogecCHOHAIBLHOIO 00pa3oBaHus /
. H. Ky3nenos. — 4-e u3., nepepad. u momn. — Mocksa : M3znarensctBo FOpaidt, 2024. — 545 ¢c. —
(IIpodeccronanbroe obpasosanue). — ISBN 978-5-534-16004-8. — Tekcr : 31eKTpOHHBIH //
OoOpazoBarenbHas miargpopma HOpaiit [caiit]. — URL: https://urait.ru/bcode/537146 —
Hononmaurtensubiii nctounuk [TOOIT.
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5. Ky3uenos, . H. JlokyMeHTanmmoHHOE o0ecrieueHre yrpaBieHUs IEPCOHAIIOM ;| YICOHHK
U TPAKTUKYM IS cpeaHero npodeccuonanbHoro oopazosanus / U. H. Kysuenos. — 3-e u3f.,
nepepad. u gomn. — MockBa : MsnarensctBo IOpaiit, 2024. — 397 c¢. — (IIpodeccuonanpHoe
obpazoBanue). — ISBN 978-5-534-09155-7. — Tekct : snexkrponHsiii // OOpa3oBarenbHas
mwiatdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/538304 — J{omoaHUTENbHBIA HCTOYHUK
[TOOII.

6. AntyxoBa, H. ®@., Cuctemsl 3J€KTpOHHOTO JTOKYMEHTOOOOpoTa : ydeOHOoe mocobue /
H. ®. Anryxosa, A. JI. I3t06enxo, B. B. Jlocesa, FO. b. YeunkoB. — Mocksa : KnoPyc, 2025. —
201 c. — ISBN 978-5-406-13653-9. — URL. https://book.ru/book/955432 — TeKcT : 311eKTPOHHBIA.

7. CucTeMbl 3JIEKTPOHHOTO JOKyMeHTooOopota. IIpakTukyMm. : ydeOHOe mocobue /
H. ®. Antyxosa, O. 1. Jonranosa, B. B. Jlocesa [u ap.]. — Mocksa : KnoPyc, 2024. — 395 c. —
ISBN 978-5-406-12403-1. — URL: https://book.ru/book/951544 — TekcT : 3neKTPOHHBII.

8. IlIumos, O. B. CoBpeMeHHbIE TEXHOJOTUN U TEXHUYECKUE CPEACTBA HH(POpPMATH3AINH :
yueOHuk / O.B. umoB. — MockBa : UHOPA-M, 2022. — 462 c. + [omn. wmartepuaibl
[DnexkTponnbiii pecype]. — (Cpeanee mnpodeccuonanpbHoe obpazoBanue). - ISBN 978-5-16-
017112-8. - Texkcrt : anekrponHbIit. - URL: https://znanium.ru/catalog/product/1764799 — Pexxum
noctyna: no noanucke. — JlononuurtenbHbii ucrounuk [TOOIL.

9. bapunoBa, E. b.  DnektponHbli apxuB : ydeOHOE mMOCOOME Il CpEIHEro
npodeccuonansHoro odpazosanus / E. b. bapunosa. — Mocksa : U3natensctBo KOpaiit, 2024. —
166 c. — (Ilpodeccronanproe oopazoBanue). — ISBN 978-5-534-17004-7. — TekcT : 3IeKTPpOHHBIN
// ObpazoBarenbHas mwiathopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/544964.

10. I'yryeBa, T. A. KonduaeHumanpHOEe eIONPOU3BOACTBO : ydeOHOEe mocodue /
T. A. I'yryesa. — 2-e uzn., nepepad. u gom. — Mocksa : UHOPA-M, 2023. — 199 c. — (Cpennee
npodeccuonansHoe oopazosanme). - ISBN 978-5-16-016585-1. - Tekcr : anekrponnsrii. - URL:

https://znanium.ru/catalog/product/1986679 — Pexxum  gocTyma: 1O  MOJMHUCKE.  —
Hononuurensupiii ucrounuk [1OOI1.
11. IllyBamoBa, H. H.  OcCHOBBI [JeIONMPOM3BOACTBA : YYEOHUK UL CPEIHErO

npodeccuonanbHoro odpaszosanus / H. H. IllyBanosa, A. FO. BanoBa ; mon o6rmieit pepaximeit
H. H. IllyBanoBoii. — 3-e u31., nepepad. u non. — Mocksa : U3narensctBo FOpaiit, 2024. — 355 c.
— (ITlpodeccnonanproe obpazoBanue). — ISBN 978-5-534-20344-8. — TekcT : 2MeKTPOHHBIN //
Oo6pazoBatenbHas mnardpopma IOpaiit [caiit]. — URL: https://urait.ru/bcode/557984 —
Hononuurtensubiit ucrounuk [1OOIT.

12. bacakoB, M. MW., JlokyMeHTallMOHHOEe oOOecleYeHne yrpaBieHusi (C OCHOBaMHU
apxuBoBecHMs) : yaeOHoe mocooue / M. U. Bacakos. — Mocksa : KuoPyc, 2024. — 216 ¢. — ISBN
978-5-406-12836-7. — URL: https://book.ru/book/952778 — Tekct : dIEKTPOHHBIA. —
Hononuurtensubiit ucrounuk [1OOIT.

13. [ysanosa, H. H. JlokymeHTanmoHHOE oOecredeHne yNpaBieHUs @ Y4eOHMK JUis
cpenHero npodeccuonansHoro oopazosanus / H. H. IllyBanosa. — 3-¢ u3., mepepad. u A0I. —
Mocksa : M3natensctBo FOpaiit, 2024. — 234 c. — (IIpodeccuonansHoe obpazoBanue). — ISBN
978-5-534-20349-3. — TekcT : anekTpoHHbIA // O0pa3oBarenbHas mwiatdopma FOpaiir [caiiT]. —
URL.: https://urait.ru/bcode/557989.

14. TlomoB, A. B. ApxuBoBenenue. 3apyOexHass Poccumka : ydeOHUK Il CPEIHETrO
npodeccuonansHoro oobpaszosanus / A. B. Ilomos. — Mocksa : M3garensctBo FOpaiit, 2024. — 168
c. — (ITpodeccronanproe oopazoBanue). — ISBN 978-5-534-10240-6. — Tekcr : 2JIeKTpOHHBIH //
OoOpazoBarenbHas miaargpopma HOpaiit [caiit]. — URL: https://urait.ru/bcode/542020 —
Hononmaurensubiii nctounuk [TOOIT.

15. Ilemenkona, C. 1. Apxusosenenue. Mcropus apxuBoB Poccuu ¢ gpeBHENIINX BpEMEH
no Hadaima XX Beka : ydeOHOoe mocoOue sl cpeaHero mpodeccruoHanbHOro oOpa3oBaHus /
C. N. Ilemenkosa ; nox HayuHod penakuueit JI. H. Ma3syp. — Mocksa : U3natensctBo FOpaiir,
2024. — 128 c. — (IIpodeccuonansHoe obpazoBanme). — ISBN 978-5-534-12086-8. — Tekcr :
anekTpoHHBI  //  OOpaszoBarenbHas  1iargpopma  HOpaiir [caiT]. - URL:
https://urait.ru/bcode/555669 — {ononuuTensubiii vcrounuk [TOOTT.
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16. Packun, /. 1. Meroauka U NpakTHKa apXWBOBEACHHS : YYCOHHK ISl CPEIHETO
npodeccuonansHoro obpazoanus / J[. U. Packun, A. P. CokonoB. — 2-e¢ u3n. — Mocksa :
MznarensctBo I0paiit, 2024. — 416 c. — (IIpodeccuonanpHoe oopazoBanue). — ISBN 978-5-534-
16252-3. — Tekcr : anmektponnbii / OOpa3oBarenbHas miatdopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/539267.

17. T'yryeBa, T. A. KonduaeHumanbHOe IeIONPOU3BOACTBO : ydeOHOEe mocodue /
T. A. I'yryeBa. — 2-¢ usn., nepepad. u gomn. — Mocksa : UHOPA-M, 2023. — 199 c. — (Cpennee
npodeccuonansHoe oopazosanmne). - ISBN 978-5-16-016585-1. - Tekcr : anekrponnsrii. - URL:
https://znanium.ru/catalog/product/1986679 — Pexum  jgocTyma: 1O  MOANUCKE.  —
Hononuurensueiit ucrounuk [1OOIL.

18. JlokymeHTOBeIEHUE : YUYEOHHK M MPAKTUKYyM I CPEIHEro MpogecCHOHATbHOIO
obpazoBanus / JI. A. Jloponuna [u np.] ; mon penakuwueii JI. A. [lopornnoit. — 4-e u3a., nepepad.
u gom. — Mockga : M3natensctBo FOpaiit, 2024. — 336 c. — (Ilpodeccrnonansuoe oOpazoBaHue). —
ISBN 978-5-534-19113-4. — Tekcr : anextpoHHBIN // OOpazoBarenpHas riardpopma HOpaiit
[caiir]. — URL.: https://urait.ru/bcode/555974.

19. TIpozoma, O. C. Jenonpou3BoacTBO @ y4eOHOe TmocoOue JUisi CpEeaHEro
npodeccuonansHoro oopazoBanus / O. C. I'pozoBa. — 2-e u3a. — Mocksa : UznarensctBo FOpaiir,
2024. — 131 c. — (IlpodeccuonansHoe obpazoanue). — ISBN 978-5-534-15986-8. — Tekcer
3JIEKTPOHHBIN /- Obpa3zoBarenbHast wiarpopma  HOpaiiT [caiit]. — URL:
https://urait.ru/bcode/539523.

20. bymonuna, E. B. ApxuBoBenenue : yuebnoe nocobue / E. B. bynmtonuna. — Mocksa :
NHOPA-M, 2025. — 206 c. — (Cpennee npodeccuonansHoe oopazopanue). - ISBN 978-5-16-
020095-8. - Tekcrt : anekTponnsiii. - URL: https://znanium.ru/catalog/product/2157634 — Pexum
JOCTYTIA: TIO TIOATIHCKE.

21. JlykonuHa, FO. A. ApxuBoe zaeno B cyne : npaktukyMm / FO. A. Jlykonuna. - Mocksa :
HOIT PI'VIL, 2023. - 64 c. - ISBN 978-5-00209-075-4. - Tekct : snekrponnsii. - URL:
https://znanium.ru/catalog/product/2151297 — Pexxum gocTyra: 1Mo morcKe.

22. 3aiineBa, E. B. Jlemonpon3BoaCcTBO 1 apxuBHOE g0 : yueoHoe mocobue / E.B. 3aiinena,
H.B. T'onuapoBa. — MockBa : UHOPA-M, 2025. — 258 c. — (Cpennee mpodeccroHanbHOe
obpazoBanme). - ISBN 978-5-16-020233-4. - Tekcr : onektponnsrd. - URL:
https://znanium.ru/catalog/product/2163868 — Pexxum mocTyrma: 1Mo moimrcKe.

4.3. O0mue TpedOBaHUsI K OPraHU3alMu 00pPa30BaTeIbHOIO Mpouecca

VYyeOHasi mpakTUKa MPOBOAUTCS MpenoiaBaTeIsiMi npodeccuoHanbHoro nukia. Ipakruka
IIPOBOAMTCS KOHLEHTPUPOBAHHO.

[TponomxuTensHOCTh pabovero JTHs 00y4aroIIUXCs IPU MPOXOKICHUH Y4eOHOM MpaKTUKU
cocTaBiseT 36 akaJleMUUYECKUX YacOB B HEJIEIIO.

[Ipu mnpoBeneHnH y4eOHOM TMPAKTUKH TpPyIINa MOMXKET JEJIUTbCA Ha MOATPYIIIBI
YHUCIEHHOCTHIO 8 — 12 YenoBexk.

HtoroBas olleHKa MO pe3ynbTaTaM IPAKTHUKU BBICTABISETCS PYKOBOJWUTEIEM IMPAKTUKU
oT MHCcTUTYyTa HA OCHOBAHMH:

— MpeaoCTaBIEHHOro 00yJYarOMIMMCS OTYETa 110 MPAKTHKE (BBIMOJIHEHHBIX padoT);

— aTTeCTallMOHHOIO JIMCTa

— 3alUTHI Pe3yJIbTaTOB MPAKTUKH
Htorom yueOHOI MpakTUKHU sABiIseTCs Au(pepeHInpOBAHHBIN 3a4eT.

OO6yyaronuecs caMOCTOSITENILHO 0GOPMIISIIOT THEBHUK MPAKTUKH. PyKoBOIUTENb MPAKTUKHI
MOJNKMCHIBAET aTTECTAMOHHBIM JuCcT. [lo pe3ynpraraM mpakTHUKU OOYYaIOIIMKCS BBIIOJIHSET
(cocraBisier) oTueT (C mpe3eHTaIrel), B KOTOPOM OTPa)KaeT Pe3yJIbTaThl BHITIOJHEHHBIX 3aaHUH
BO BpeMsl ITPOX0XK/IEHHS TPAKTUKH, a TaKKe (PopMyIrpyeT coOCTBEHHBIE BBIBOBI IO pe3ybTaTaM
pojieslaHHOM padoThl. B KayecTBe mpuioKeHUsl K OTUETY MPAaKTUKU 00ydaromuiics odhopmiser
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rpadgudeckue, ayaumo-, (oTo-, BHUACO-, MaTEpPHAIbl, HArJAIHbIC OO0pa3Ibl  H3JCIHH,
MIOATBEPKIAIOIINE TPAKTUUECKUH OIIBIT, [I0JyYEHHBIN Ha IIPAKTUKE.

®opMbl HEOOXOTUMBIX JJOKYMEHTOB /IJIs1 3anojiHeHusi U npepocrasienus B AHIIOO
«Ky6anckuii UI10», MeTogu4eckne yKa3aHusi 10 BHINOJIHEHHIO 0TYETA M0 NPAKTHKE MOYKHO
MOJIYYHUTH B OT/eJIe Y4eOHO-IPOU3BOJACTBEHHOH padoThl U B OMOIHOTEKeE.

4.4. TpeOGoBaHUA K PYKOBOAUTEJIAM NMPAKTUKH

Peanuzamuss  paGouelt  mporpaMMbl  MPAKTUKH  MOXET TaKXKe  OCYIIECTBIISITHCS
npenojaBaTeNsiMi  NMPO(EeCCHOHAIILHOTO — LUMKJIA, WMEIOIIMMHU  BBICIIEE  OOpa3oBaHHeE,
COOTBETCTBYIOIIEE MPOGUITIO MPOPECCUOHATBHOIO MOYJISl, OIBIT AEATEILHOCTH B OPraHU3aLUAX
COOTBETCTBYIOLIEH TpodeccnonanbHoit cdeprl. [IpernonaBatenu MPOXOAAT CTaXKUPOBKY B
npodUIBHBIX OpraHu3anuax He pexe 1 pasa B 3 roaa.
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5. KOHTPO.JIb Y OLIEHKA PE3YJbTATOB OCBOEHUSI PABOYEN ITPOI' PAMMBI
YUYEBHOM ITPAKTUKH

KoHTponbk u oleHKa pe3yabTaTOB OCBOCHHS paboueil mporpamMmbl y4eOHOH MpPaKTHKH
OCYILECTBIISICTCS PYKOBOJUTEIEM TIPAKTUKA B TIPOIECCE BBIMOJHEHUS OOYYarOIIMMUCS
MPAKTUYECKUX padOT B COOTBETCTBUU C 33JJaHUEM Ha MPAKTUKY. B pe3ynpTaTe 0OCBOCHUS yueOHOMH
NPaKTUKA B paMKaxX MPO(eCcCHOHANTBHBIX MOAYJICH O0YyYaromuecs MPOXOIAT MPOMEKYTOYHYIO
aTTecranuio B popme oughghepenuyuposannozo 3auema.

Koxa u pe3yabrarsl
(ocBOeHHBIE OcHoBHbBIE IOKAa3aTeJHn DOpMBI H METObI KOHTPOISI
npodeccuoHaIbHbIE OLIEHKH pe3yJabTaTa
KOMIIETEHIIMH)

[IK 1.1. OcyecTBasTh [Tonydyenue HeoOX0qUMOM WuTeprperanus pe3yinbTaToB

npuéM-nepeady MH(OPMALMH 1 Mepeiada HaOJIIOICHNUHT 32 AEATETbHOCTBIO

YIIPaBJIEHYECKOI CaHKI[MOHMPOBAHHOMH 06yqafovmeroca B Iiporecce

MH(OPMAIMY C TOMOLIBIO | HH(POPMAIIHH C yae0HOH MpaKTHKH

CpencTB UCTIOJIb30BaHUEM CPE/ICTB

MH(POPMAIIMOHHBIX U UH(POPMAIIMOHHBIX U JKCIEPTHAS OLCHKa
BBITTOJIHEHHSI TPAKTHYECKUX

KOMMYHHKAITHOHHEIX KOMMYHHKAITHOHHEIX sajIaHuil.

TEXHOJIOTHUH. TEXHOJIOTHH Tt bepermuposaHHbi sager.

1K 1.2. Koopaunuposats | Koopaunarus paboTs Wurepnperarust pe3ynbTaToB

paboTy nmpueMHOi MpUEMHON PYKOBOIHUTES U HAOMIOICHHUI 32 JIeATELHOCTHIO

PYKOBOJIUTES, 30H 30H NpUEMA Pa3TMYHBIX ()63'1”1}0”“161"()c’I B Hporecce

IpreMa pa3InyHbIX KaTeropuil MOCEeTUTENEH y1€0HO NAKTHIH

KaTerOpUi MOCETUTENEH | OpraHU3alu L a—

Opranisatii. BBITTOJIHEHHSI TPAKTUYECKUX
3a/IaHMI.
JuddepeHurpoBaHHbII 3aUeT.

IIK 1.3. Bragets [TnanupoBanue padodero Huteprperanus pe3ynbTaToB

HaBBIKAMU TUITAHUPOBAHUS | BPEMEHU PYKOBOAMTEINS U HAOJIIONICHUH 32 NIeATELHOCTHIO

pabo4ero BpeMeHu pabodero aHs cekperaps 06yqamP1er00H B Iiporecce

PYKOBOIHTENS y4eOHO! MPaKTHUKU

cexpetapi. DKcrepTHas OleHKa
BBITTOJIHEHHSI TPAKTUYECKUX
3aaHuN.
JuddepeHurpoBaHHbII 3aUeT.

[IK 1.4. OcymiecTBasTh Opranuzanus Jen0BbIX Hureprperanus pe3yabTaToB

MOATOTOBKY JIETIOBBIX MOE370K PYKOBOIUTEIS HaOJIFOICHN 32 JAeSTENBHOCTBIO

T0€3/I0K PYKOBOJMTENS U | M IPYTUX COTPYIAHUKOB 06yqafovmer0051 B riporecce

JPYTUX COTPYAHUKOB OpraHu3aIu y1e0HOH MpaKTHKH

Opratusat. DKcrepTHas OleHKa
BBITIOJTHEHUS TIPAKTHYECKUX
3aJaHuN.
JuddepeHurpoBaHHbIN 3a4eT.
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TIIK 1.5. Bnagets
criocobaMu opraHu3auu
pabouero nmpocTpaHcTBa
MpUEMHOW U KaOWHeTa
PYKOBOJIUTEIIS.

OpraHu3zanys 1 moaepKaHue
(YHKIIMOHATIBHOTO pabovero
HPOCTPAHCTBA

Wurteprperanus pe3yapTaToB
HaOJIIO/ICHNH 32 JEeSITEIbHOCTHIO
o0yyJaroIerocs B porecce
y4eOHOH PaKTUKH

DKcrepTHas OIICHKa
BBITIOJIHEHUS TPAKTUYECKUX
3aaHUN.

HuddepeHurpoBaHHbII 3aUeT.

[IK 1.6.0cymiecTBisTh
paboTy 1Mo MOATOTOBKE H
MIPOBEICHUIO
KOH(EpEHTHBIX
MEpPOIPHUATHH,
obecrieunBaTh
MH(POPMAIMOHHOE
B3aUMO/ICHCTBHE
PYKOBOJIUTEIIS C

Opranuzanus noAroToBKU U
MIPOBEJICHUE BHYTPCHHUX U
BHEITHUX KOH()EPEHTHBIX
MEpPOIPUATHIA, 0OeCIIeUCHHE
UH(POPMAIIMOHHOTO
B3aUMOJICVCTBHUS
PYKOBOJUTEIIS C
MO/Ipa3IeICHUsIMU U
JOJKHOCTHBIMHU JIMIIAMH

HHteprperanus pe3ysbTaToB
HaOJII0JICHNHT 3a AeATETbHOCTHIO
o0yyJaroIerocs B pouecce
y4eOHOU MPAKTHKU

DKcnepTHas OlleHKa
BBITIOJIHEHUSI IPAKTUYECKUX
3aaHUN.

HOJpa3aCICHUsIMU U OpraHusaluu. JuddepeHIpoBaHHbIIA 3aUeT.
JOJKHOCTHBIMU JIMLIAMHA

OpraHu3alu.

1K 1.7.0¢opmitsith Odopmierne HNuTepnperanus pe3yabTaToB
OpraHnU3allMOHHO- OpraHrU3allnOHHO- HaOJIIOIeHUH 3a JeITEILHOCTRLIO
pacropsaauTenbHbIE pacropaaUuTEIbHBIX o0Oydaromierocs B nporecce

AOKYMCHTBI U
OpraHnu30BbIBATH pa60Ty
C HUMH, B TOM HHUCJIC C
HUCIIOJIB30BAHHUEM
ABTOMATU3UPOBAHHBIX
CHUCTCM.

JAOKYMCHTOB U OpraHu3anusd
pa60TBI C HUMH, B TOM YHUCJIC
C UCITIOJIb30BAHHEM
ABTOMATU3HUPOBAHHBIX CUCTCM

y4eOHO MpaKTUKH

OKcnepTHas OLEHKa
BBITIOJTHEHUS PAKTUYECKUX
3aJaHuH.
JuddepeHnpoBaHHbIHN 3a4eT.

1K 1.8.0¢dopmisTs
JOKYMEHTBI 110 INYHOMY
COCTaBy U
OpPraHU30BBIBAaTh PabOTy
C HUMH, B TOM YHCJIE C
UCTOJIb30BaHUEM
aBTOMaTH3UPOBAHHBIX
CHCTEM.

OdopmieHre TOKyMEHTOB 10
JUYHOMY COCTaBY H
opraHusaiys paboThl ¢ HUMH,
B TOM YHCJIE C
WCTOJIb30BaHUEM
ABTOMATH3HPOBAHHBIX CHCTEM

WHTtepnperanus pe3ysbTaToB
HaOJIr0/1eHuH 3a e TETbHOCTHIO
o0ydaromierocs B mporecce
y4eOHO MpaKTHKH

OKcnepTHas OLEHKa
BBITIOJTHEHUS IPAKTUUECKUX
3a1aHU.
JuddepeHnpoBaHHbIN 3a4eT.

IIK 1.9.0pranuzoBbiBaTh
TEKyIllee XpaHeHHe
JOKYMEHTOB, 00pabOTKy
JIeT1 17151 OepaTUBHOTO U
apXMBHOT'O XpaHEHUs], B
TOM YHCJIE C
UCTOJIb30BaHUEM
aBTOMaTH3UPOBAHHBIX
CHCTEM.

Opranuzanus TeKyIIero
XpaHEHHUsI JTOKYMEHTOB,
o0OpaboTka aemn ams
OTIEPATUBHOTO U APXUBHOTO
XpaHCHHUSI, B TOM YHCIIE C
UCIOJIb30BaHUEM
ABTOMATH3HPOBAHHBIX CHCTEM

WNHTtepnperanus pe3yibTaToB
HaOJIOACHUH 32 I TETbHOCTHIO
oOydarorierocs B mporecce
y4eOHOI MPaKTUKH

OKcnepTHas OLEHKa
BBITIOJTHEHUS PAKTUYECKUX
3aJaHuN.
HuddepeHupoBaHHbIN 3a4eT.
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K 2.1.
OcymecTBIsATh
KOMILIEKTOBaHHE
apXUBHBIMHU JIeJIaMH
(moxymeHTaMn)
apXuBa OpraHu3aliu

Co3znanue JTOKaIbHbIX
HOPMAaTUBHBIX JOKYMEHTOB U
MPOTOKOJIOB 3aCeAaHu
9KCIIEPTHONH KOMHUCCHH
opranuzauuu. [IpoBenenue
9KCIIEPTHU3bI HEHHOCTHU
AOKYMCHTOB OpraHu3aIuu.

Wurteprnperanus pe3ylibTaToB
HaOJII0ICHH 3a IESATEINEHOCTHIO
o0yuaromerocs B mporecce
y4eOHO MPaKTUKH

DKcrepTHas OlICHKa
BBITMIOJTHEHUSI TPAKTUYECKUX
3aaHUN.

JuddepeHnrpoBaHHbIi 3a4eT.

[IK 2.2.

Bectu y4€t apxuBHBIX
nen (TOKyMEHTORB),

B TOM YHCIIE

C HCTIOJIb30BaHUEM
aBTOMATH3UPOBAHHBIX
CUCTEM

VY4ér apXUBHBIX el
(IOKYyMEHTOB) TIOCTOSIHHOTO U
BPEMEHHOI'0 XpaHeHHUs. YUér
(OHIOB U OIUCEl apXUBHBIX
nen (TOKyMEHTOB). YUér
BBIJIAYU APXUBHBIX JICTT
(TOKYMEHTOB) U3
aApXUBOXPaHWIUIIA U UX
BO3Bpara. YUET U KOHTPOJIb
repeayn apXuBHBIX JIEIT
(TOKYMEHTOB) B
TOCyIapCTBCHHBIN/
MYHHIUIATBHBIA apXUB WIH
Ha MHOE BHEIIHEE XpaHCHUE.
Y4ér u po3bICK
HEOOHAPYKCHHBIX JIET
(moxymenTtoB). Benenue nen
¢dbonI0B

WHTteprperanus pe3ysbTaToB
HaOJIr0/1eHUi 3a eSATEITbHOCTHIO
oOyuarolerocs B porecce
y4eOHOU MPAKTHKU

DKcnepTHas OlleHKa
BBITIOJIHEHUSI TIPAKTUYECKUX
3aaHUN.

JuddepeHunpoBaHHbBII 3aUeT.

IK 2.3.

Ocy1iecTBIAThH
XpaHEHHUE apXUBHBIX A€
(1OKyMEHTOB)

C MOCTOSTHHBIM CPOKOM
XpaHEHHS

U TI0 JINYHOMY COCTaBY

B apXHBE OPraHU3aLUU

Coznanue onuceit nen
(TOKYMEHTOB) OpraHU3aIu
IIOCTOSIHHOTO CPOKa XPaHEHHUS
U 110 JMYHOMY COCTaBY.
Pa3menienne apxuBHBIX €71
(1IOKyMEHTOB) B apXUBHBIX
XPaHWIMILAX B COOTBETCTBUU
C BBIOpaHHOM CXeMOM
KIaccupuKalum u
CUCTEeMAaTU3aliH JIeN
(toxymenToB). Cozianue u
o0ecrnieueHre peKuMoB
XpaHEHUs apXUBHBIX /1T
(moxymentoB). [IpoBepka
HAJIM4Us U COCTOSIHUS
aApXUBHBIX JIeJT (IOKYMEHTOB).
Brrsinenue u yuér
apXUBHBIX el (IOKYMEHTOB),
TPEOYIOIIHX
pecTaBpalMOHHOM,
KOHCEpPBAaIlMOHHO-
popUIAKTUYECKON 1
TEXHUYECKOH 00paboTKH.
[TonroroBka ycnoBuil 1Jis

WHTtepnperanus pe3ysbTaToB
HaOJIr0/1eHuH 3a e TETbHOCTHIO
o0ydaromierocs B mporecce
y4eOHO MpaKTHKH

OKcnepTHas OLEHKa
BBITIOJTHEHUS PAKTUYECKUX
3aJaHuN.
JuddepeHnpoBaHHbIN 3a4eT.
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o0ecrniedeHrs COXPaHHOCTH
ApXHUBHBIX eI (JOKYyMEHTOB) B
0COOBIH TIeproa U
Ype3BbIYANHBIX

cutyanusx. OCyliecTBiIeHUE
KOHTPOJIS IBUXKEHUS
aApXUBHBIX eI (JOKYMEHTOB)
1 uX (pU3MYECKOro COCTOSTHUSI.
IToaroTorka u nepenava
ApPXHUBHBIX eI (JOKYMEHTOB)
B TOCY/IapCTBEHHBIN/
MYHUIIMIAIBHBIA apXUB WIH
Ha MHOE BHEIIHEE XpaHECHUE

IIK 2.4.

OcymecTBiATh
XpaHEeHue,
KOMILIEKTOBAaHUE, YUET U
UCIOJIb30BAHUE JIEIT

(IOKyMEHTOB)
BPEMEHHOT'O XpaHCHUS

VYuér onuceit aes1 BpeMEHHOTO
XpaHEHUs! CTPYKTYPHBIX
MMOJIpa3/IeJICHU OpraHu3aiuu
B TPAJIMLIMOHHOM U B
JNIEKTPOHHOM BHJIE.
CucremaTu3zanus aemn
(1OKyMEHTOB)

BPEMEHHOI'0 XpaHEHUS,
MIPUHSATHIX OT CTPYKTYPHBIX
MO/Ipa3IeIeHU OpraHu3allli,
JUTSL pa3MEIICHHS B
XpaHUJIHILE apXUBa
opranu3auuu. Koutposib
BBIJIaYU B ONEPATHUBHOE
MOJIb30BAHUE JICIT
(IOKyMEHTOB) BPEMEHHOTO
XpaHEHUs U MX BO3BpaTa.
[IpoBenenue

9KCIIEPTHU3BI IEHHOCTH JIETT
(IOKyMEHTOB) BPEMEHHOT'O
XpaHEHUS B apXUBE
opranuzanuu. [Toaroroska
nen (TOKyMEHTOB)
BPEMEHHOT'O XpaHEHUS,
MPUHSATHIX OT CTPYKTYPHBIX
MoIpa3/IeJICHuN, Ha
yauutoxkenue. Co3nanue
aKTOB O BBIJICJICHUH Ha
YHUYTOXKCHHE JCIT
(IOKyMEHTOB) BPEMEHHOTO
XpaHEHUs C HCTEKIIUMU
CpPOKaMH, IPUHSATHIX OT
CTPYKTYPHBIX MOJIpa3IeICHUN

Wutepriperanus pe3yapTaToB
HaOJII0JIeHNIT 32 AEATETbHOCTBIO
o0y4arolierocst B mpouecce
y4eOHOW MPaKTHUKU

DKcriepTHas OIICHKa
BBITIOJTHEHHSI TPAKTUYECKUX
3a/IaHMI.

JuddepeHurpoBaHHbIH 3aUeT.

IK 2.5.
Ocy1ecTBIATH
WCTIOJIh30BaHUE
apXUBHBIX JeJ
(1OKyMEHTOB),
B TOM 4HUCIIE

[Tonnepxka B akTyaJIbHOM
COCTOSTHUM DJICKTPOHHBIX
MH(POPMAITMOHHO-TIOUCKOBBIX
CHCTEM apXHBa B
JTIOKYMEHTHPOBAHHBIX chepax
JeSTEIbHOCTH OPraHU3aIUU.

WuTepnperanus pe3ynbTaToB
HaOJTIO/ICHN 32 eI TEIEHOCTHIO
o0y4aromierocst B mpouecce
yueOHO! MPaKTHUKU
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C UCIIOJIBb30BAHHEM
ABTOMAaTU3HWPOBAHHBIX
CUCTEM

CocraBneHue cripaBO4HO-
MTOMCKOBBIX CPEJICTB

K apXHUBHBIM JIeJIaM
(moKyMeHTaM), yATEHHBIM B
apXuBe U B
JOKYMEHTUPOBAHHBIX chepax
JEeSTEIbHOCTH OpraHU3aIuy.
[TonroroBka OTBETOB Ha
3aMmpoChl APXUBHBIX JIETT
(moxymentoB). [TonroroBka
paboTHI OJIb30BATEIICH B
YUTAIBHOM 3aJIe apXHUBa

DKcrnepTHas OlIeHKa
BBITIOJTHEHUS PAKTHYECKUX
3a/1aHUM.

JuddepennrpoBaHHbIi 3a4eT.

[IK 3.1 OcyiiecTBasiTh
paboTy 1O BEJICHHIO
apXHUBHOTO Jiejia Ha

HGMOHCTpaL{I/IH CIIOCOOHOCTH

HNHurteprperanus pe3ysbTaToB
HaOJIr01eHUH 3a eSATEIbHOCTBIO
oOyuarolerocs B mporecce
y4eOHOU MPAKTHKU

HpEAIpUATHI OCYILIECTBISATH paboOTy MO
BEJICHHIO ADXMBHOTO N€NA HA | JycreprHas oreHKa
HPCAIPHATHI BBIIIOJIHEHUSI IPAKTUYECKUX
3aaHUN.
HuddepeHunpoBaHHbBII 3aUeT.
Br16op criocoba pemeHus WuTepnperainus pe3yibTaToB
OK 01. HAOJTIOIEHUH 32 IeITeIbHOCTHIO

Bri6upaTh criocoOsr
peleHwus 3a1a4
npoeCCHOHATLHON
JeSITEeIIbHOCTH
MIPUMEHHUTETBHO K
Pa3IMYHBIM KOHTEKCTaM;

3a/1a4 npoQeccuoHaNbHON
JeSITeIbHOCTH
MIPUMEHHUTEIHHO K Pa3INuHbIM
KOHTEKCTaM

oOyuarolerocs B mporecce
y4eOHOH MPaKTUKN

OKcnepTHas OLEHKa
BBITIOJTHEHUS PAKTUYECKUX
3aJaHuH.
JuddepeHnpoBaHHbIHN 3a4eT.

OK 02.

Hcnonb3oBars
COBPEMEHHBIE CPECTBA
MOKCKA, aHaTN3a U
HMHTEPIPETAINH
uHbopMalnH, 1
nH(OpMaLIMOHHBIE
TEXHOJIOTUH ISt
BBITIOJTHEHUS 3134
npodecCuoHATBHON
NeSTeTbHOCTH;

Hcnons3oBaHne COBPEMEHHBIX
CpeZACTBa MIOUCKA, aHAJIN3a U
UHTEpIpeTanuy nHpopmaluu,
Y UCTIOJIb30BaHUE
MH(OPMALIMOHHBIX
TEXHOJIOTH ISl BBIITOJIHEHUS
3aJa4 NpoQeccuoHaNbHOM
JESATEIBHOCTH.

WHTtepnperanus pe3ysbTaToB
HaOJIr0/1eHuH 3a eSTETbHOCTHIO
o0ydaromierocs B mporecce
y4eOHO MpaKTHKH

OKcnepTHas OLEHKa
BBITIOJTHEHUS PAKTUYECKUX
3aJaHuH.
JuddepeHnpoBaHHbIN 3a4eT.

OK 03. IIitannpoBate u
pean30BhIBaTh
COOCTBEHHOE
po¢eCCUOHATBHOE U
JUYHOCTHOE Pa3BUTHE,
MIPEAMPUHUMATEITHCKYIO
JeSTEIILHOCTD B
npodecCuoHATBHON

[InanupoBanue u peanu3anus
COOCTBEHHOTO
npoeccHoHaNBEHOTO U
JMYHOCTHOTO Pa3BUTHSA,
MPEINPUHUMATETbCKON
JEeSITeTbHOCTH B
npodeccronanbHOil chepe,
HCIIOJIb30BaHNE 3HAHUH 11O

WHTepnperanus pe3ynbTaToB
Ha0JI0/IeHUH 32 1eSITeIbHOCThIO
o0yyaroIerocs B rporecce
MPaKTUKU

DKcnepTHas OLlEHKa
BBITOJIHEHUS IPAKTHUECKUX
3aJaHuN.
JuddepeHurpoBaHHbIi 3aUeT.
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cdepe, UCTIOTB30BaTh
3HaHUA 110 IPABOBOU U
(buHaHCOBOM
IPaMOTHOCTH B
Pa3IUYHBIX KU3HEHHBIX
CUTYyaLHUsAX

MIPaBOBOM M (PMHAHCOBOM
IPaMOTHOCTH B pa3IMYHbBIX
KU3HEHHBIX CUTYalLUsIX

OK 04.

D¢ dexTuBHO
B3aHMO/ICHCTBOBATh U
paboTaTh B KOJUICKTUBE
KOMaH/IE;

BsaumoneiictBue u pabota B
KOJUICKTUBE U KOMaH/Ie

Wurepnperanus pe3ylibTaToB
HaOJII0ICHH 3a AESATEINEHOCTHIO
o0yuaromerocs B porecce
y4eOHO MpaKTUKH

DKcrepTHas OlICHKa
BBITMIOJTHEHHSI TPAKTUYECKUX
3a7laHUN.

JudbdepeHnrpoBaHHbIN 3a4eT.

OK 05.

Ocy1ecTBIATh YCTHYIO U
MUCHMEHHYIO
KOMMYHHUKAIIHIO HA
TOCYJapCTBEHHOM SI3BIKE
Poccuiickoit denepanun
C Y4€TOM 0COOEHHOCTEM
COLIMAJIBHOTO U
KYJIBTYpPHOI'O KOHTEKCTa

Ocy1ecTBieHUE YCTHOHN U
MUCHbMEHHOW KOMMYHHUKAIH
Ha rocy1apCTBEHHOM $SI3bIKE
Poccuiickoit denepanuu ¢
y4ETOM OCOOCHHOCTEH
COLMAJILHOTIO U KYJIBTYPHOIO
KOHTCKCTa

Wutepriperanus pe3yapTaToB
HaOJII0JIeHNIT 32 AEATEIbHOCTBIO
o0ydarorierocst B mporecce
y4eOHOU MPAKTUKU

DKCriepTHas OLICHKa
BBITTOJIHEHHSI TPAKTHYECKIX
3a/1aHUM.

JuddepeHnrpoBaHHbIN 3a4eT.

OK 07 CogaeiicTBOBaTh

COXpaHEHUIO
OKpYy>Karolen cpenbl,
pecypcocOepexeHuIo,

NPUMEHTh 3HAaHUS 00
U3MEHEHUH KJIMMara,
MIPUHLIMIIBI OEPEKINBOTO

CopnelicTBHE COXPaHEHHIO
OKpY>KaroIlen Cpeibl,
pecypcocOepekeHHIO,
IIpUMEHEHHE 3HaHUI 00
W3MEHEHHUHU KJIMMaTa,
MIPUHLUIIOB OEPEKITUBOIO
MIPOU3BO/ICTBA, 3 (HEKTUBHOE

WHTtepnperanus pe3ysbTaToB
HaOJr0/1eHui 3a eSTETbHOCTHIO
o0Oydaromierocs B mporecce
y4eOHO MpaKTHKH

9KCHepTHa$I OIICHKa

MIPOU3BO/ICTBA, © 1
3¢ eKTHBHO JICACTBUE B UPE3BbIUANHBIX BBIITOJIHCHHS IIPAKTHICCKHUX
JIECTBOBATH B | CUTyalHsX 3a7laHuU. )
YPE3BBIYANHBIX HuddepennripoBanHbIii 3a4eT.
CUTYAITUIX

OK 09. Hcnonp3oBanue WuTepnperanus pe3yibTaToB
[Monb30BaThCS npoeCCUOHATBHON HAOJIIOJEHUI 32 NEATENLHOCTLIO
npoeCCHOHATLHOM JOKyMEHTAIMU Ha 00y4aroLIerocs B mporecce

JOKyMEHTaIMen Ha
rocyaapCTBEHHOM U
WHOCTPAHHOM SI3BIKAX

rocyaapCTBEHHOM U
WHOCTPAHHOM SI3BIKAX

y4eOHOI MpaKTUKH

DKcrepTHas OleHKa
BBITTOJTHEHUS TPAKTHYECKUX
3aJaHuN.
JuddepeHurpoBaHHbII 3aUeT.
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